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Report.Web User Instructions

Report.Web is a dectronic reporting tool. Basically it takes the output thet is generated from a
program or system and publishesit so it isavailable to view in aweb browser. Report. Web hasit’'s
own security based on user ids. Security can be set on aindividua report, or agroup of reports.

To access Report.Web, open up aweb browser and go to the Staff Areaon
http://Mmww.ci.fresno.caus and click on the Report.Web link. Software will be installed on your
computer 0 it can view thereports. Thefird time thisis done, you will receive awindow asking if you
want to ingtal the software. 1n the Netscape browser, put a check in the box that says to remember
thisdecison. In the Internet Explorer browser, put acheck in the box that says to aways trust
software from Network Software. 'Y ou will get four of these windows in Netscape and onein Internet
Explorer. After this, you will come to the following screen:
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Enter User Information
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From this screen, dick on the View by Folder icon. Thiswill bring up the login window:

In the User Name field, enter the same user name used when you login to the network (aka
your Novdl loginid). The password used isfrom the NT sde of the network. By default, the NT
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password is empty, so you can just put in your user name and click on the OK button. Once you are
successtully logged in, you will see alisting of report foldersthet arein Report.Web.
The items next the to blue arrows are folders that contain reports. Security can be set on each
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Folder Date Name Collapse Search Home Help

p FAMIS to PeopleSoft
w Peoplesoft Finance
p Mnthly Exp Est Rpt by Div
p Mnthly Exp Est Rpt by Org
p Mnthly Exp Ledger Summary
p Mnthly Rew Est Bpt by Crg
p Wnthly Fev Ledger Summary
p Trial Bal by Detail Fund
p Weekly Exp Est Rpt by Div
p WWeekly Exp Estimate Rpt
p WWeekly Exp Ledger summary
p Weekly Journal Activity
p Weekly Rev Est Rpt by Org
p WeEkly Rev Ledger Summary
p vYear End Heports

folder, so the folders you see may not be the same folders another user sees.  To expand afolder,
amply click on it and you'll see the reports you have access to within that folder.

Each blue arrow is till afolder that contains reports. We can have multiple versons and file
formats for the same report. For example, under the Y ear End Reports, we have two versons of the
Report 22. On theright side, are the dates the reports we generated.
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Once you click on the actud report, you will seeit in awindow like this.

The blue arrow at the top left corner is the Back button. 'Y ou can use thisto go back to the
previous screen. On the left portion of the screen, isthe Tree view. On the right Sdeisthe Detail view.
The report can have three levels defined for the Tree view. In the above report, thereis only one leve,
S0 there are no sub-folders to expand in the Tree view. The Detail view will default to the first page of
the report. The fastest way to get to the information you want is to scroll down in the Tree view to the
section you are interested in and Smply click onit. The Detail view will autometicaly jump to that
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corresponding page in the report.

In the Detall view, you can use your mouse to copy and paste information into other programs.
Y ou can aso print certain pages out, but use the Print Preview to make sure the information looks OK.
Some of the wider reports will not fit on a standard piece of paper.

For more detailed information on Report.Web, you can view the online help by clicking on the
Report.Web Help Link from the Staff Area Page.

Report Formats

The default format we are using is called Portable Report Format (PRF). Reports can dso be
generated as HTML and Excel Spreadshests. If you use the Excd format, you must have Excel |oaded
on your computer. To have areport generated in Excel format, send email to Rg Nagra.

Requirements
Browser: Internet Explorer 4.01 SP1 or higher

Netscape 4.6 or higher

Windows 95/98: The Client for Microsoft Networks must be ingtdled if you want to set your
password.

To Set your password

In Windows NT:

1. Press Control + Alt + Delete

2. Click on Change Password

3. Click on Show All Resources

4. Click on CITYHALL_DOMAIN (or the domain you are a part of)

5. Leave the old password field empty (Since you don’t have one) and type in your Novell password in
the new password and confirm password fields.

6. Click OK

In Windows 95:

1. Click on Start

2. Click on Control Pandl

3. Double click on Passwords

4. Click on Other Network Passwords

5. Click on Microsoft Networks

6. Leave the old password field empty (Snce you don't have one) and type in your Novell passwvord in
the new password and confirm password fields.

7. Click OK



If you go through these steps to set your password, call the Help Desk at 4636 and ask them to
Setup your account o it keeps your passwords synchronized. What thiswill do is when you change
your Novell password (either it expires or you just change it), the system will automaticaly change your
NT password to match your new Novell password.



